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1. PURPOSE

This regulation provides information and standards for the establishment, referral:

maintenance, and duration of standard-employmentlistsapplicant pools, maintained by
the Department of Civil Service.
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2.

CIVIL SERVICE COMMISSION RULE REFERENCE

A.

B.

|©

3-273-1.5 Integrity of Process. — To be considered for appraisal or

gggomtment Aan appllcant shall comply W|th the established procedures and

(a) Prohibited Practices.  During the application examination_appraisal,

or appointment process, an-appheant_person shall not do any of the
following:

(1) Make any false statements or omissions of a material fact.
(2) Misrepresent education or experience.

(3) Engage in deception or fraud.

(4) Cheat.

(5) Compromise the integrity of the examination process.

(6) Violaterule 2.6, Drug and Alcohol Testing.

(b) Sanctions. If the department of civil service finds that an applicant
has engaged in any prohibited act, the department may do any of the

following:
(1) Cancel or limit the applicant’'s €ligibility for state
employment.
(2) Require the separation of the applicant from state
employment.

(3) Impose any other or additional sanction that is appropriate.

2-313-2.1  EmplownentListsApplicant Pool. — The department of civil
service shal-may establish and maintain empleyrment-Hstsapplicant pools. The
department of civil service may divide empleymenttists—applicant pools by
geographic area, organizational unit, occupational specialty, type of
appointment, or other criteria. The state personnel director shall issue
regulations for the duration and use of empleyrenttstsapplicant pools. A
person’s eligibility to remain en-an-empleyrent-Hst-in an applicant pool or to be
referred for a position shat—be-is determined under the civil service rules and
regulations in effect at the time the department of civil service refers names of
qualified eandidates-applicants to an appointing authority.

. 3-3:33-2.2 Removal from Empleyment—ListApplicant Pool. — The

department of civil service may remove a person from an empleymentHst
applicant pool for any one of the following reasons:

a. Appointment.
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D
Separation or retirement from state service.
fc. Evidence that the person is unable to perform satisfactorily,

with or without reasonable accommodations, the essential
duties of the job.

gd. Evidence of conduct that indicates that the person is unfit
or unsuitable for appointment.

he. Conduct that violates Rule 3-2.73-1.5, Integrity of Process.
H. Expiration of an applicant pool or eligibility.

D. 3-2.3 Recall Lists. — An employee is ligible to be placed on a recall list only
if the employee (1) gained status from an indefinite appointment to a permanent
classified position, and (2) is laid off, demoted, or otherwise displaced for
reasons of administrative efficiency. Recall lists are not created or maintained
for classifications that are protected from the application of employment
preferencein rule 2-4 or applicable regulations.

E. 3-3.5Lateral Job Change Between Departments

Any two appointing authorities may authorize a lateral job change for an employee
between departments or autonomous entities. The employee may be moved to a
different classification only if (1) the employee previoudy attained status in the
classification, (2) the job change is based on the civil service preauthorized lateral
job change list, or (3) the employee meets the civil service qualification
requirements. A lateral job change between departments or autonomous entities
requires the agreement of the employee and the approval of the department of civil
service.

F. 3-3.6Lateral Job Change within a Department

An appointing authority may authorize a lateral job change for an employee within
the employee's current department or autonomous entity. The employee may be
moved to a different classification only if (1) the employee previously attained status
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in the classification, (2) the job change is based on the civil service preauthorized
lateral job change list, or (3) the employee meets the civil service gualification
requirements. A lateral job change within a department or autonomous entity does
not require the agreement of the emplovee However an emplovee mav request a
lateral job change: A

er—autenen%usrenmw%neeanappemmnk {Ref. Commlaeon M eet| ng July 2000}

G. 3-443-3.9 Reinstatement. — A classified employee -satisfactory-standing
who achieved status--a-¢class; and who is subseguently-demoted or separated-or
demeted, while in satisfactory standing, is eligible for reinstatement. An appointing
authority may reinstate an eligible person to (1) the elassclassification in which the
person last achieved status prierte-before the separation or demotion; or (2) to a
class-classification at the same or lower classification level for which the person is
qualified. A person’s eligibility for reinstatement is limited to three {3}-years after
the-date-of-separation or demotion. However, the department-of-ehvl-service state
personnel director may extend eligibility in #s-the regulations to meet work force
needs.

3. DEFINITIONS

A. Civil Service Commission Rule Definitions:

1. Applicant Pool means a group of applicants whom the Department of Civil Service has
determined to be qualified.

2. Appointing Authority means each of the following:

(&) A single executive heading a principal department.

(b) A chief executive officer of a principal department headed by a board or
commission.

£3}(c) A person designated by either of the preceding as responsible for
administering the personnel functions of the department, board, or agency of

convenience.
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elmteyment—#st—The status assqned to an empl oyee for the pur poses of deter mining
pay and benefits.

There are six codes:
F—-AA = Full-Time —AC = Intermittent S-AE = Seasonal

E-AD = Limited-Term H-AB = HeudyPart-time MN-AQ = Non-career

B. Additional Definition(s) as used in this Requlation:

1. State Employee Appllcant — means—any—ene—ef—the—tel@#mg—meaﬁdeale

puppesesrThe following |nd|V|duaIs are considered state emplovees for written,

electronic, and other appraisal methods:

BHA. Those presently employed on a career or non-career basis.
2)B. Employees on layoff from a classified position.
3)C. Employees on a leave of absence whose rights to return to active

employment are guaranteed.
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“D. Individuals currently in the disability retirement program or Return to Work
Program.

B)E. Individuals appointed to executive branch unclassified positions.

{6)E. Employees and members of the state legislature and judiciary.
G. Special personal services employees.

4. STANDARDS

A. STANDARDS FOR PLACING NAMES ON—STANDARD —EMPLOYMENT
HSTSIN APPLICANT POOLS MAINTAINED BY THE DEPARTMENT OF CIVIL
SERVICE:

1. The Department of Civil Service establishes and maintains standard
employment-lists-applicant pools for selected classifications comprised of the
names of qualified applicants seeking employment in the state classified
service. NamesApplicants are typically placed en-in these lists—pools as-—a
result-of-the-applicant-satistactorily—completing-the-after passing the reguired
Department of Civil Service examination—process—or-other-approved-applicant
e NI L I e e
R e ]

2. An employee m%h—sta%us—whe ay requests to behave hIS or her name placed

applicant pool maintained by the Department of Civil Service for the

classification in which they most recently attained status in order to be
considered for a lateral job change.

3. An employee who has been demoted after having attained status is eligible for
placement in an applicant pool maintained by the Department of Civil Service
for the classification from which they were demoted.

4. An employee ehg+ble—te|;Fe+nstatemen{—whe—Feqees%s—te—be—plaeed—en—the

has separated or departed on a walved rlqhts leave of absence W|th|n the last
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three (3) years is eligible for placement in an applicant pool maintained by the
Department of Civil Service for the classification in which they most recently
attained status.

5. An-employee with-status-Individuals who are eligible under Standards 2, 3, or 4
may request placementof-to have his—er-her-their name en-the standard
empleyment-tist-placed in_an_applicant pool as—atransfer—er—reinstatement

candidate-by telephening-contacting the (517-373-3048orwriting-to-Human
Resource—Services Bureaw—Department of Civil Service; P—O-—Bex-30002;

e
B. STANDARDS FOR REEFERRING—OBTAINING NAMES FROM STANDARD

EMPLOYMENT —LISTSAPPLICANT POOLS MAINTAINED BY THE
DEPARTMENT OF CIVIL SERVICE:

1. Empleymem—hs%s—Appllcant poolsmay—be—dwrded—ml—geegmthFe&

Additionally;-thereferral-process-may-hetude will be maintained by county and

employee status.

2. Applicant pools will remain in effect for 90 days from the date the applicant
pool is created. Extensions may be approved up to two additional 30 day
periods if 1) the request is made prior to the actual expiration date and 2) there
are no new recall names to consider.

2:3. In the absence of recall nhames,_as provided for in regulation 3.03, all

Aames-on-applicants in the firstband-ofthe standard-employmentlistapplicant
pool are referred—eligible for each—request—made—consideration by an
appomtlng authorlty H—the#eu&m#ewe#thamﬁ#een—él%)—n&me&aaaﬂ&bl&in%he
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C. STANDARDS FOR THE REMOVAL-AND-MAINTENANCE OF NAMES-ON
STANDARD —EMPLOYMENT —HISTSDEPARTMENT OF CIVIL SERVICE
APPLICANT POOLS:

1. Names may be removed from an applicant pool standard-employmentlists

for any of the reasons specified in Sectien-Civil Service Rule-3-3:33-2.2. of

1.2. It is the applicant's responsibility to inform the Department of Civil
Service of name or address changes. State employee applicants may
update this information using the HRMN website or by contacting their

Human Resources Offlce An—&pphe&m—may—update—mei{—s{&ndapd

ava#&le#ﬁy—by—telephemnguAll other appllcants may do so by contactlnq the

Department of Civil Service,P-O--Box-30002 -Lansing, Michigan-48909.
1.3. All applicants must contact the Department of Civil Service to update
county or employee status availability.

D. STANDARDS FOR THE DURATION OF STANDARD-EMPLOYMENT LIST

APPLICANT POOL RECORDS MAINTAINED BY THE DEPARTMENT OF
CIVIL SERVICE:

1. State employee applicants who take-and-pass an Civil Service examination
appraisal or who seek a promotion in_accordance with this regulation will
have their names will-be—placed in the applicant pool indefinitely—on-the

standard-employmentlistsresulting-from-the-examination_for the period as

determined by the specific appraisal method.

granted,-one-yearat-a-time,uponreguest—Employees seeking a lateral job

change, in accordance with Civil Service rules and requlations, may have
their name placed in applicant pools for one (1) year. Extensions may be
given, one year at a time, upon written request.

3. An employee-individual who separates from career-state employment in
good standing may request the-return-to have of-his or her name returned

to standard-employmentlists-an applicant pool by writing-te-contacting the
Human-Reseouree-Services Bureau,-Department of Civil Service; P-O—Beox
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30002 —Lansing;—Michigan—48909. The names of separated empleyees
individuals will be placed en-in_employment-lists—applicant pools for ene

yearthe period as determined by the specific appraisal method, provided
the examination-contentorappraisal method has not changed. Extensions
witb-may be grantedgiven, one year at a time, upon written request.

4. Individuals who are not state employee applicants at the time they take
and-pass an examination-a Civil Service appraisal will be-have their name
placed en-in the-an standard-employmentlists-applicant pool resulting-from
the—examination—for_oene—year-the period as determined by the specific
appraisal method. If the examination-appraisal content or method has not
changed, extensions wil-may be grantedgiven, one year at a time, upon
written request.

. _Individuals who are sanctioned may request reinstatement of their name

in an applicant pool in accordance with Civil Service Regulation 3.06,

“Sanctions For Violating Appraisal Method Integrity.”

up—te—th%ee—yeaps—lndlwduals seeklnq relnstatement in accordance W|th
Standard A4 may have their name placed in the applicant pool for up to
three (3) years from the date of separation, demotion, or departure on a
waived rights leave of absence. The reinstatement period for employees
who have been laid off or demoted because of a reduction-in-force begins
when their recall rights expire. Requests for extensions from-individuals
will-netmay be granted-given, one year at a time, upon written request,
unless the appraisal method has changed.

7. If the examination-content-or-appraisal method changes_—and-such that
the results of the—a new examination—appraisal replaces the previous
examinationresults, eligibles-applicants enin the empleymentlists-applicant
pool will be notified of the change and will be offered an opportunity to take
participate in the new examinatiorappraisal.

CONTACT-PERSON-

Questlons er—eeneems—regardlng this regulation should be dlrected to the Human

Box 30002, 400 South Pine Street,

373—3965—9#@3{94—%#&2—@1%%73—3@49—3I—Department of Civil Service, P.O.
Lansing, Michigan 48909, (517) 373-3048 or

1-800-788-1766, or MDCS @state.mi.us.
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NOTE: Regulations are issued by the State Personnel Director under authority
granted in the State of Michigan Constitution and the Michigan Civil Service

Commission Rules.

subordinate to those Rules.

Regulations that implement Commission Rules are
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